APPLICATION FOR RECORDS RETENTION SCHEDULE pOFFICE OF THE SECRETARY OF STATE

L RECORDS MANAGEMENT DIVISION
INSTRUCTIONS See Pubhcatlon No 76—-°M— for mstructlons on completmg th|s form. Forward signed ‘original to
Department of Archives and History, Records Management Division, 330 Capitol Avenuq, Atlanta, Georgla 30334,
Attentlon Schedulmg Sectlon
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. _FORAGENCYUSE | 1. Agency Address B S wi;cm RECORDS MANAGEMENT USE__ |
Application Date Offlce of Planning and BUdget Appllcatmn Number
' Human Development Division ,

— - — -- Room 613 ‘ 7q Q-COLl |
Application Number 270 Washin gton Street SW , Data Recawed Date Completed
L L Atlanta, Georg_}g_'&()_%}_ﬁ - UEC 1_Z 1978 | DEC 31 1979
2. Person to Contact " Working Title , o _ Telephone Number

Jim Dodd OPB Planning Coord.'mator 656 4395
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3 Actlon Reques-ted
a. B Estaousn Retention Schedule; rEcord will continue to accumulate.
b. [J Dispose of present accumulation; no further accumulation anticipated.

[ ¢. [ Amend Application No. ___ - Check One: [] Change; [J Supercede; O Void

4, Daias of Series 5. Records Serles Tltle {followed by title used in office; if different]
Earfiest Latest

| to date STATE AGENCIES BUDGET POLICY PLANNING FILES

6. Dmsnon and Offlce Function - What |s ‘the fUI'ICtIOI"I of the Dwuslon and the Offuce in which this record series is created?

Headed by a Director, the HumanDevelopment Division performs all functions relating
to budget analysis and policy planning for those agencies of State government
responsible for administering State laws relating to social, health and other
human services. These agencies are the Departments of Human Resources, Labor,
Veterans Service, Medical Assistance, and the State Board of Workers Compensation.

7. Record Seaas Description " This file contains the fol!ownng documents (include form numbers and titles if any)
Attach samples of the file. n

Documents relating to; Policy planning for those State agencies responsible for administering
State laws relating to social, health and other human services.

Included are: budget improvement analyses;  supporting papers; correspondence & memoranda
between Division planners and the Governor's Office and concerned State
agencies.

File is arranged: chronologically by fiscal year; thereunder alphabetically by State agency.

8. Monthly Reference Rate ~ How often are recards referred ta which are:

One tosixmonthsold . . . _; Seven to twelve monthsold ___ ____ ..._; Thirteen to twenty-four monthsold —__ . _;
twenty-five months and older 7 '

— e e e e e T

9, Annual Rate of Accumulation of Records Ny '
Letter-size drawers — . ; Legal-sizedrawers . _;Shelves__. _._. ___;Other (specify)
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YES PFNQ ,[710, Questionnaire (Place an “X" in the proper column) . j B . - I
. Is this the official copy of the series?
X _1fnot whereisit?
i b. Does the series oontalnf:onfldentlal information requunng security handlang? If yes, cite law or regulatlom
x| __c. Isthis a vital record? ! ' ) ) T ' ]
X _d. Does this series have historical or tonitam research value? : _ ,‘
e. When one or two documents in the file thake it necessary to keep the entire file for a Iong period, could these
X documents be scheduied separately?
X f, s t_unmzmmmmmmmmmgd}_iumnach copy, Governor's Policy Statement
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
X If ves, attach copy, '"Performance Pages" of the Annual Budget Report _
h. Is there a duplication of this series in your office, or in another office or agency? portions duplicated in the
X 1 Ifves where2Division Budget Analyst File:; concerned State agencies; Governor's Office
X 1. 1. Isthis series for a major portion of it} reqularly microfilmed? _ i ]
X 1. Jj._Does the record series result in a computer printout? ______
1. Retentlon Requirements The following requires the series to be kept:
a. State Law f , years. d. Audii period . years.
b. Statute of limitation - _ years. e. Administrative need 1 years.
c. Federal law : years, ~ f. Federal retention instructions — years,

Attach copy or excerpt of laws or regulations. Explain administrative need.

12. Apnroved Disposition instructions  This agency recommends that the file series be cut off at the end of each:

Hold in the current filesarea _______month(s) ____ 1 _  vear(s): then
{0 Transfer to local holding area, hold . _____vyear(s); then

O Transfer to State Records Center; hold _—__ ... ___vyear(s); then

O Destroy.

® Transfer to State Archives for permanent retention.

O Other (Specify)

These instructions apply to all prior and future accumulations of the series.

O Calendar Year; XX Fiscal vear; (O Other s , then,

U/Designee _(Signature),

: Stats Records Committes {Signature) Date
Recommendations in para- ' T o '
graph 12 are approved. State Auditor/Designee - [ *"75
(If disapproved, attach letter ' " "
of explanation.)} Secreta esignee &W /M' 7 / 2-2/~ 7?
Attorney General/Designee [//M/M J /L2 f 76
AR—80~71; Rev.76 (Reverse Side)

Date Records Management Offi rﬂ\ [Signature) Date
l ——
594///9 Wmaj% ost) |




